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INSTRUCTIONS 
1. PREPARATION OF REQUISITION. 
  
a. USACE ACTIVITIES WILL SUBMIT TO USACE PUBLICATIONS DEPOT SEPARATE, INDIVIDUAL ENG FORMS 4111 (in triplicate) FOR EACH OF 
    THE FOLLOWING CATEGORIES. CONTINUATION SHEETS (ENG FORM 4111A) WILL ONLY BE USED WHEN THE CATEGORY  
    REQUISITIONED EXCEEDS ONE PAGE. 
  
(1) ENGINEER FORMS AND SPECIFIED FORMS AS LISTED IN USACE Supplement 1 to AR 310-2. 
(2) ACCOUNTABLE FORMS 
(3) ENGINEER REGULATIONS 
(4) ENGINEER MANUALS 
(5) ENGINEER PAMPHLETS 
(6) ENGINEER CIRCULARS 
(7) GUIDE SPECIFICATIONS - CIVIL 
(8) GUIDE SPECIFICATIONS - MILITARY 
(9) MISCELLANEOUS 
  
b. ALL TERMS ARE SELF EXPLANATORY EXCEPT THE FOLLOWING 
  
(1) ITEM 1 - USE IDENTIFYING STATION NUMBER 
(2) ITEM 4 - CHECK AS "REGULAR" THOSE REQUISITIONS SUBMITTED IN ACCORDANCE WITH PRESCRIBED REQUISITION SCHEDULES.  
     CHECK ALL OTHERS AS "SPECIAL" JUSTIFY REASON FOR "SPECIAL" REQUISITION, FOR EXAMPLE; NEWLY ACTIVATED UNIT; FOR  
     SPECIAL PROJECT, PROGRAM OR REPORT WHICH COULD NOT HAVE BEEN FORESEEN; ADDITIONAL REQUIREMENTS TO COMPLETE  
     INITIAL DISTRIBUTION; OR ANY OTHER INFORMATION TO DEFINITELY ESTABLISH THE NECESSITY FOR SPECIAL REQUIREMENTS.  
     COMPLETE ITEM 5 ON ALL "SPECIAL" REQUISITIONS. 
(3) ITEM 9 - ARRANGE LINE ITEMS IN NUMERICAL SEQUENCE WITHIN EACH CATEGORY, CHANGES TO BASIC PUBLICATIONS WILL BE  
     ENTERED AS SEPARATE LINE ITEMS. 
COLUMN b - LIST LINE ITEM NUMBER IN SEQUENCE REGARDLESS OF CATEGORY. 
COLUMN c - NOMENCLATURE WILL BE LIMITED TO NUMERICAL DESIGNATION (or title if unnumbered) OF THE ITEM REQUIRED. USE A 
SEPARATE LINE FOR EACH ITEM. 
COLUMN d - ENTER THE UNIT OF ISSUE ON BLANK FORMS ONLY, SUCH AS "CS", "PD50", "ST4", "BK", ETC., 
COLUMN e - ENTER QUANTITY PREVIOUSLY REQUISITIONED BUT NOT YET RECEIVED. THIS WILL INDICATE THAT AMOUNT IN COLUMN e 
REPRESENTS AN ADDITIONAL REQUIREMENT. 
COLUMN f - ENTER QUANTITY REQUIRED FOR MAINTENANCE OF AUTHORIZED STOCK LEVEL, CONSIDERATION BEING GIVEN TO 
PROJECTED INCREASES OR DECREASES WHICH MIGHT BE NECESSARY. 
  
c. SOURCE OF SUPPLY ACTION - ITEM a. 
LINE ITEMS 
(1) COLUMN - ITEMS PARTIALLY OR COMPLETELY SHIPPED WILL BE INDICATED BY A CHECK MARK IN THIS COLUMN. IF PARTIAL  
     SHIPMENT IS MADE, ACTUAL QUANTITY SHIPPED WILL BE INDICATED COLUMN i, "OTHER ACTION". 
(2) COLUMN - ITEMS PARTIALLY OR COMPLETELY UNAVAILABLE WHICH ARE ESTABLISHED AS DUES OUT WILL BE INDICATED BY A  
     CHECK MARK IN THIS COLUMN. SUCH ITEMS WILL NOT BE REQUISITIONED BECAUSE THE SOURCE OF THE SUPPLY WILL  
     AUTOMATICALLY FURNISH THESE ITEMS WHEN STOCK AVAILABLE. SUCH ITEMS MAY BE REQUISITIONED IF ADDITIONAL QUANTITIES  
     ARE REQUIRED. IN SUCH CASE QUANTITIES PREVIOUSLY REQUISITIONED WHICH SOURCE OF SUPPLY HAS ESTABLISHED ON DUES- 
     OUT WILL BE ENTERED IN ITEM 9, COLUMN d, "DUE IN" AND ADDITIONAL QUANTITY DESRIED WILL BE ENTERED IN COLUMN e,  
     "REQUIRED". 
(3) COLUMN - ITEMS EXTRACTED TO OTHER SOURCES OF SUPPLY WILL BE INDICATED BY A CHECK MARK IN THIS COLUMN. THE NAME  
     OF THE AGENCY TO WHICH THE EXTRACT WAS FORWARDED, IF OTHER THAN A US ARMY AG PUBLICATIONS CENTER, WILL BE  
     INDICATED IN COLUMN i. 
(4) COLUMN - ITEM CANCELLED WILL BE INDICATED IN THIS COLUMN USING THE SYMBOLS BELOW. 
  
JQR - JUSTIFY QUANTITY REQUESTED. ITEM NOT AUTHORIZED YOUR ACTIVITY, QUANTITY APPEARS EXCESSIVE, OR LIMITED STOCKS  
          REQUIRE CAREFUL SCREENING OF REQUESTS. 
  
CI - ITEM CANNOT BE IDENTIFIED. FURNISH COPY OF ITEM OR REFER TO DIRECTIVE GOVERNING ITS USE. 
  
OBS - ITEM HAS BEEN DECLARED OBSOLETE, RESCINDED, SUPERCEDED OR SUSPENDED. (Further clarification will be shown under Column  
           i, "Other Action".) 
  
UR - ITEM UNDER REVISION - NO STOCKS AVAILABLE. INITIAL DISTRIBUTION WILL BE MADE. 
  
NYP - ITEM IS NEW - NOT YET PUBLISHED. INITIAL DISTRIBUTION WILL BE MADE. 
  
ID - INITIAL DISTRIBUTION HAS BEEN MADE, IS BEING MADE OR WILL BE MADE IN NEAR FUTURE. (ID dates will be shown in Column i, "Other  
       Action".) 
  
NS - ITEM NOT STOCKED AND SOURCE OF SUPPLY NOT KNOWN. IF KNOWN, SOURCE OF SUPPLY WILL BE SHOWN IN COLUMN i, "OTHER 
        ACTION". 
  
WNR - SUPPLY OF ITEM IS EXHAUSTED AND ITEM WILL NOT BE REPRINTED. 
  
FMO - CONTACT LOCAL FORMS MANAGEMENT OFFICER ON FORMS DESIGNATED WITH AN "R" AFTER THE FORM NUMBER, THESE  
           FORMS ARE AUTHORIZED FOR LOCAL REPRODUCTION.
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